
MC&FP Tasking, Assignments 
and Reporting (TAR) 

 Group Administrator Guide 
 

Providing policy, tools, and resources to further enhance the quality of life of service members and their families. 
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Military Community and Family Policy (MC&FP) Tasking, 
Assignments and Reporting (TAR) System Overview 
 
The MC&FP Tasking, Assignments and Reporting (TAR) system provides a robust environment, allowing 
the user to execute the following functions: 
 

 Request either content or technical assistance 

 Assign Content Liaison contact information 

 Assign TAR tasking responsibility to specific staff 
 Assign deadlines to each TAR 

 Assign sub-tasking responsibility within a TAR to specific staff 
 Assign deadlines to each TAR sub-task 

 Manage personnel and deadlines 

 Document time/effort expended toward a TAR request 

 Generate reports, as required   
 
The guidelines included here are to take the user step-by-step through the process of creating a TAR, 
assigning the TAR, assigning sub-tasking, completing daily TAR updates and generating reports.  
Throughout this guide we will be referring to content or technical assistance requests as either: 
 

 TAR – original request for assistance 

 Sub assignment – sub-tasks within the original request 
 
There are 5 types of users that will be utilizing the TAR: 
 

 Office of Military Community Outreach (MCO) personnel 

 Approved MC&FP government personnel  

 Technical Staff 

 Sub-Task Assigner (tasks within the main TAR) 
 MCO personnel 
 Any member of the Technical Staff 

 Approved contracting team members 

 Assignee 
 
Accessing the TAR System 
The TAR system can be accessed using your single sign in user name and password or your ECA 
certificates.  If you do not have a user name and password or ECA certificates, you need to submit a 
request to MC&FP Program Support Group Helpdesk at 1.888.363.6432 (1.888.DoD.MHF1). You should 
provide your name and email address. You will be notified when your account is established. Use either 
of the following URLs to access the TAR System: 
 

 Via the MC&FP Office of Communication Portal: http://apps.mhf.dod.mil, TAR is listed 
under MC&FP Staff Services  

 Via direct URL:  http://apps.mhf.dod.mil/TAR  

http://apps.mhf.dod.mil/
http://apps.mhf.dod.mil/TAR
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Creating a TAR 

 
1.  A TAR can be created in one of two ways: 

 

 The requestor has access to the TAR system and logs on and creates the TAR 

using the following guidelines 

 The requestor does not have access to the TAR and submits the request via 

email to the MCO, who then creates the TAR 

 

2.  The following requests should be created in the TAR system: 

 

 Routine technical issues with websites and applications 

 Content requirements that are within the scope of work 

 Administrative requirements that are within the scope of work 

 

3.  The following requests should NOT be created in the TAR system and should be directed 

to MCO staff members for a Level of Effort (LOE) analysis. 

 

 Any request that is outside the scope of work  

 

4.  To create a TAR log on to the TAR system. 

 

5.  You will be directed to the TAR system homepage.  Select the Create New TAR tab. 
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6.  You will be directed to the Create New TAR screen. 

 

 

 

7.  Select the Program Office that this request supports from the drop down menu. 
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8.  Select the Project that this request supports from the drop down menu. 

 

9.  In the Task box, type in a brief title for the Task. 

 

10.  In the Task Description box, enter in the specific requirements associated with this 

TAR request.  This should be brief. 

 

11.  The POC, POC Email and POC Phone boxes will automatically be filled in. 

 

 

 
12.  Fill in the Content Liaison Name, email and Contact Phone Number boxes, when 

applicable.   

 

13.  The Deadline box will be completed by MCO staff member.  If you have deadline 

requirements for your task, they should be annotated in the Task Description box.  Your 

deadline requirements, as well as current workload requirements, will be taken into 

consideration by MCO when they are assigning TAR deadlines. 

 



 7 

14.  Complete the Notification List box, including the email addresses of all those 

personnel that you want to receive electronic notifications of TAR updates.  Multiple email 

addresses should be separated by a semi-colon. 

 

15.  If you have an attachment with your TAR request, you can browse for it and attach it in 

the Attachment box.  If you have multiple attachment requirements, we recommend 

zipping them into one file and attaching the zipped file. 



 8 

Assigning TAR Deadline and Overall TAR Responsibility 

 
1.  Only approved Government staff, the MCO and/or any member of the Technical Staff may assign a 
deadline to a TAR and/or assign a staff member who is responsible for completion of the TAR and all 
sub-tasking. 
 
2.  Once the TAR has been created, the MCO and Technical Staff will receive notification that a new TAR 
has been created.  They will receive the following email notification: 
 

 

 

 

3.  The notification lists the following: 
 

 TAR # 

 Task title 

 Who created it  

 Date/Time TAR created 

 Last Post 

 Direct link to TAR 
 
4.  Approved Government staff, the MCO and/or any member of the Technical Staff will go to TAR 
(depending on if TAR is content related or a technical issue) and assign a deadline for completion and 
staff member who is responsible for completion of TAR. 
 
5.  When you go to the TAR, you will see three separate management areas: 
  

 View/Modify TAR – Allows you to close the TAR and any assignments when complete, 
add a deadline and update Notification List 

 Assignments – Allows you to add sub-tasking, staff assignments for sub-tasking and 
deadline for sub-tasking 

 Detail Information – Keeps a running record of all TAR activity 

Beth Riffle 
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6.  To assign a deadline go to the View/Modify TAR section and click on the calendar.  It will pull up a 
calendar and you can select the date on which the TAR and all sub-tasking must be completed.  (NOTE:  
Deadline is Close of Business on the date assigned) 
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7.  Once you have selected a date, the Deadline field will be populated.  You can then click on Apply 
Changes. 
 

 
 

 

8.  This will generate an email notification to everyone on the notification list.  (NOTE:  Do not include 
the following people in the notification list as they are notified of all TARs: 
 

 Richard.briggs@osd.mil 

 scot.greber@mhf.dod.mil 
 
9.  To assign a staff member for overall responsibility for TAR completion, go to the Details portion of 
the TAR. 
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10.  You will see several updates including creation of TAR and assignment of deadline.  To assign a staff 
member, click on Add New Details. 
 

 

 
 

 
11.  Select a work category from the drop down.   
 
12.  Next you can assign TAR responsibility.  Overall Responsibility for completion of TAR can be assigned 
to one of the following groups/personnel: 
 

 Approved Government staff 

 MCO staff member 

 Any member of the Technical Staff 

 Contracting staff members 
 

13.  Once you select the appropriate staff member, you then need to complete the Hours Expended 
box.  Time should be entered in increments of .25. 
 
14.  Finally, you can enter additional information in the New Information box.  Once you have assigned 
the TAR and added in any additional information, click on Add Details.  
 
15.  This will generate an email notification to everyone on the notification list, as well as the TAR 
assignee. 
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Creating Sub-Assignments 
 

1.  The following personnel can create sub-assignments: 
 

 Approved Government Staff 

 MCO staff members 

 Any member of the Technical Staff 

 Approved Contracting staff members 
 
2.  Log into the TAR system and scroll down to the TAR you wish to create sub-assignments for. 

 

 

 
 

 

3.    Once you find the TAR you are going to update, click on the “View/Edit TAR”  icon. 
 
4.  Scroll down until you get to the Assignments section. 
 

 

 
 

5.  Select Add TAR Assignment.  You will be taken to the Create Assignments screen. 
 



 13 

 
 

6.  The TAR#, Project and Task will already be filled in.  Open up the Assigned To drop down and select 
the staff member you want to assign a sub task. 
 
7.  Once you have assigned the sub-task, complete the Task Description box with the specific details of 
the sub-task. 
 

 
 
8.  Finally enter a deadline for the sub-task.  Then select Create Assignment.  This will generate an email 
notification to everyone on the notification list, as well as the sub-task assignee. 
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Updating TARs 
 
1.  Log into the TAR system.  The main page of the TAR system lists all main TARs and all sub-
assignments associated with each main TAR.  It also lists TAR and sub-tasking assignment and task 
deadline.   
  

 

 
 
 

2.  There are two types of TAR Updates. 
 

 Updating the Sub-Task Assignment Section 

 Updating the main TAR Detail Information Section 



 15 

3.  There are several ways of updating a TAR: 
 

 From the TAR System main page, you can go to the main TAR and click on the View/Edit 

icon .  This opens the Main TAR and all sub-assignments.  From this page, you can 
update sub-assignments or main TAR details.  (NOTE:  The main TAR will not have any 
sub-task numbers associated with it) 

 If you are updating a specific sub-assignment, you can scroll down the TAR system main 

page until you get to the sub-assignment and click on the View/Edit icon .   

 

 

 

 
 
 

Sub-Assignment # 
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Updating a Sub-Task Assignment Section 
 

From the TAR system main page: 
 

1.  Click on the View/Edit icon  next to the sub-assignment you wish to update. 
 

 
 

 

2.  This will open up the sub-assignment page.  The top portion contains the sub-assignment tasking 
details, as well as deadline for task completion.  Scroll to the Detail Information section at the bottom of 
the page and click on Add New Details. 
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3.  The Details Screen will open. 
 

 Select the Work Category from the Work Category drop down.  This will then populate 
the Task drop down. 

 The Assigned to box will be populated with the person responsible for the sub tasking. 

 Add in the total number of hours you expended toward sub-task.  (Hours should be 
entered in increments of .25). 

 Add sub-task details in the New Information box. 

 Insert attachment as required. 
 

 

 
 

 

4.  Once you complete the steps in #3, click on the Add Details button.  This will generate an email 
notification to everyone on the notification list, as well as the sub-task assignee. 
 

5.  When you have completed all tasks required with this sub-assignment, you can go to the 
View/Modify section and click on the TAR Closed box.  This will remove the sub-assignment from the 
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TAR main page.  (NOTE:  All details added into the sub-assignment area will automatically populate the 
main TAR Detail information section.) 
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From the specific TAR main page: 

6.  Click on the View/Edit icon  next to the TAR you wish to update. 
 

 
 

 

7.  This will open the main TAR where you will see three sections:  View/Modify TAR, Assignments and 
the Detail Information portion.   To add details to a specific sub-assignment, click on the edit button next 
to your sub-assignment. 
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8.  This will open your sub-assignment where you will see two sections:  View/Modify TAR and the Detail 
Information portion.  To add details, click on the Add New Details button. 
 
 

 
 

 

9. The Details Screen will open. 
 

 Select the Work Category from the Work Category drop down.  This will then populate 
the Task drop down. 

 The Assigned to box will be populated with the person responsible for the sub 

tasking. 
 Add in the total number of hours you expended toward sub-task.  (Hours should be 

entered in increments of .25). 

 Add sub-task details in the New Information box. 

 Insert attachment as required. 
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10.  Once you complete the steps in #9, click on the Add Details button.  This will generate an email 
notification to everyone on the notification list, as well as the sub-task assignee. 
 
11.  When you have completed all tasks required, you can go to the View/Modify section and click on 
the TAR Closed box.  This will remove the sub-assignment from the TAR main page.  (NOTE:  All details 
added into the sub-assignment area will automatically populate the main TAR Detail information 
section.) 
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Updating the Detail Information Section 
 
 

1. If you need to add details to a TAR and have not been assigned a sub-task, you can go to the Detail 
Information Section of the TAR and click on Add New Details. 
 

 

 
 

 

2. Once you click on the Add New Details button, the Detail Information page will appear.  
 

 Select the Work Category from the Work Category drop down.  This will then populate 
the Task drop down. 

 The Assigned to box will be populated with the person responsible for the sub 

tasking. 
 Add in the total number of hours you expended toward sub-task.  (Hours should be 

entered in increments of .25). 

 Add sub-task details in the New Information box. 

 Insert attachment as required. 
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3.  Once you complete the steps in #2, click on the Add Details button.  This will generate an email 
notification to everyone on the notification list.  


